
APPENDIX

GUIDELINES FOR INITIAL REVIEW

A. General

D

OF PAY AND BENEFIT DATA

Review all pay and benefit data collected for acceptability, reasonableness,
comparability with survey key jobs , accuracy of computations, correct prepara-
tion of survey forms, and to ensure that the survey is conducted within pre-
scribed procedures and specifications. The reviewer should meet with the data
collectors as soon as possible after each company contact, while the information
collected is still fresh in their minds, to go over all items in the survey
questionnaire. Discuss each job match and ensure that each is comparable to
the appropriate survey key job.

B. Review Guidelines

1. Check to see that all available written materials , such as union con-
tracts, pay tables, job descriptions, and benefit pamphlets were collected and
filed with the company survey data. Use the written material to verify the
data reported on survey forms.

2. Check all questionnaire items for completeness and clarity. For
example:

a. Is the company product or service reported?
—.,-----r

b. Are overtime provisions covered?‘; .:

c. Is the total employment figure consistent with the last survey?
If not, are differences explained?

d. Are the company employment subtotals consistent with the sample
reported?

e. Are bonus plans clearly described?

f. Is the annual leave plan adequately documented?

g. Are calculations of company cost for particular benefits clear and
correct?

3. Ensure that the required information on survey key jobs is complete,
for example:

a. Check that the number of employees at each rate or the total number
of employees at a weighted average rate has been recorded.

b. Check that the rates are properly recorded. Pay units and work hour
information necessary to convert the data to survey pay units should be clear.

c. Check that all rates reported as base rates exclude additives such ,
.

(....

as shift differentials, overtime pay, cost-of-living allowances, and/or bonuses
unless they are considered as part of base pay for purposes of premium pay in
the host country. If piecework or incentive rates are reported, make sure the
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base rate, guaranteed minimum, and average percentage over the guaranteed mini-
mum or average earnings over at least four pay periods are clearly reported.

d. Check that information on other pay components, including payments
in kind, is provided in sufficient detail to. permit both monetizing and identi-
fication of the specific jobs to which the components apply.

4. Review the company’s intervals between rates within jobs and among
occupations. Note exceptions to the normal intervals and check that explana-
tions are provided for these exceptions. Also note occupational intervals
that run counter to the U.S. Forces grading structure; i.e., rates for low
skill jobs that exceed rates for higher skilled jobs.

c. Comparability

Verify the comparability of all job matches. To be a good match, the com-
pany job must “fit” the survey key job with regards to duties and skill level.
While the pay rate for the job may provide some insight into the level of work
or the degree of skill required, the relative level of the pay rate does not
automatically govern the inclusion or exclusion of data. Give special atten-
tion to situations where:

1. Data collectors

2. Jobs matched by
previous survey.

3. Job information
of comparability.

disagree on comparability.

the collectors differ from those reported on the

reported on the data collection forms raises a question

4. Pay data show marked deviations from data for other jobs in the same
company or other companies in the survey.

5. Very large rate ranges are reported for the same job. Frequently, a
large range includes levels from trainee or apprentice to supervisor or manager.
Only data applicable to the duties of the matched survey key job may be used.

D. Consistency with Previous Data from the Same Establishment

The review must determine how individual rates, matched jobs, numbers of
matched employees, and benefit data compare with data obtained from the same
company in the preceding survey. When differences are found that camot be
explained, it may be necessary to recontact the company. Recontacts may be
necessary if no explanation is provided for the following:

1. Inconsistent rate relationships with previous survey data. For example,
the pay rate for one matched job increased 15 percent while other matched job
rates increased 5 percent over the previous survey.

2. Significant differences in matched job populations from survey to survey.

3. Company jobs matched this survey that were not matched last survey,
and vice versa.

4. Significant changes in benefits or employer costs since the last survey.
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